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Df sCrSptOrS' 40FFicE MACHiNESt SURvEYSi vEwPLOtER ATTiTUDESi 
♦OFFICE OCCUPATIONS! «BUCATIONAL NEEDS i OFFICE OCCUPATIONS 
EDUCATION, OUESTIONNAIRESi EMPLOYMENT QUALIFICATIONS, 

BUSINESS, ON THE JOB TRAININS, INTERVIEWS, BAY CITY, 

MICHIGAN, 

INTERVIEWS OF 239 BUSINESSES OF THE BAY CITY STANDARD 
METROPOLITAN STATISTICAL AREA OF MICHIGAN PROVIDED 
INFORMATION ON (1) THE TYPE AND NUMBER OF MACHINES USED IN 
BUSINESS, (2) THE TRAINING DEMANDED BY EMPLOYERS FOR 
PERSONNEL USING THIS OFFICE EOUIPMENT, (3) THE EXTENT OF 
ON-THE-JOB TRAINING GIVEN BY EMPLOYERS, (4) THE IMPLICATIONS 
FOR VOCATIONAL EDUCATION, AND (5) A SURVEY RESEARCH 
METHODOLOGY WHICH WOULD POSSIBLY BE USEFUL TO OTHER 
COMMUNITIES IN OBTAINING ACCURATE LOCAL DATA. AN ANALYSIS OF 
DATA FOCUSED ON EIGHT MACHINES— ADDING-CALCULATING , 
BILLING-BOOKKEEPING, COPYING, DICTATING, DUPLICATING, 
ELECTRONIC ACCOUNTING, ELECTRONIC DATA PROCESSING, AND 
TYPEWRITERS. SOME CONCLUSIONS WERE--(X) ELECTRIC MACHINES, 
EXCLUDING TYPEWRITERS, WERE MORE POPULAR THAN THEIR MANUALLY 
OPERATED COUNTERPARTS, (2) BUSINESSMEN DID NOT DEMAND THAT 
THEIR EMPLOYEES HAVE TRAINING AND EXPERIENCE IN OFFICE 
MACHINES WITH THE EXCEPTION OF TYPEWRITERS, AND (3) 
APPROXIMATELY ONE-THIRD OF THE COMPANIES REPORTED THAT THEY 
ADMINISTERED SOME TYPE OF ON-THE-JOB TRAINING. IT WAS 
RECOMMENDED THAT NO ADDITIONAL STATE OR FEDERAL FUNDS BE 
ALLOCATED FOR THE PURCHASE OF OFFICE MACHINES WITH THE 
EXCEPTION OF TYPEWRITERS, AND THAT FUNDS EXPENDED SHOULD BE 
USED TO RENT, NOT PURCHASE, EQUIPMENT. THE INSTRUMENT WAS TOO 
COMPLICATED FOR OPTIMUM ANALYSIS, AND THE USE OF AMATEUR 
INTERVIEWERS PRESENTED PROBLEMS IN COLLECTING DATA. THE 
INSTRUMENT AND TABULAR DATA ARE INCLUDED. (PS) 
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PEKFACS 



Delta Pi Epsilar., a national honorary gradwate husiness e^uca.*on 
fraternity, through it's national Research Coarnittee suggested, that a 
study he made concerning the types of office inachines used by husiness 

and industry. 

Kappa Chapter (TJniversity of Michigan) agreed to conduct a pilot 

study for the fraternity. Drs. Bred 3. Cook and Eleanor Maliche 

(BBtfoers of Kappa Chapter) prepared and subaitted a research proposal 
which was funded in 1964 by the Michigan Department of Education. 

: Menibers of Kappa Chapter working iri-th Drs.. Cook and Maliche 

collected the data. However, Dr. Maliche had the primary responsi- 
bility for selecting the survey site and sample of con®anles, supervi- 
sion of the interviewing and coding personnel, and prelxminary 
analysis of the data. The responsibility for the, final content as 
weU as any errors of omission or ecmmlssion are the responsibility of 

Dr. Cook, 
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(FFICE WA.CHIK1SS USED IN BUSINESS TODAY 

* I 

SDMtttRY 



lotrodaction: 

•Uhip pilot study of implications for tusiness and distributive, educa- 
tion of the current and projected use of machines in business, and of 
the necessary in-school training for these n^hlnes ms conducted. in 
Bay pity, Michigan. Survey research techniques ipsere utilized and 239 
C(»ep 8 uiies were interviewed. 

pindings: 

1* CoBipanies had about the same number of typewriters and 
adding/calculating machines. 

2. Most of the adding/calculating machines were electric 5 
ppst of the typewriters were manual. 

3 . The larger the cou 5 >any the greater the variety and 
nuBiber of office machines that are used. 

4. Twenty seven percent of the companies had copying and 
duplicating machines. 

5* Sixteen percent of the companies had bookteeping machines 
end approximately l4 percent had dictating equipment. ,*; • 

6. Most conpanies did not require training on office machines 
prior to employment with the exception of typewiters. 

7 . Most companies did not administer sltill-tests as a prere- 
qidsite for hiring. 

8* Approximately one-third of the companies ad m i roister some 
type of on-the-job training. The larger the company the 
more likely the employee wi31 receive some type. of on-' 
the- job training. 
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GFF1C& MA.CHICIBS USED IS HJSHtESS TODAY 
Fred S. Cook and Eleanor Mallche 



STATgMENT OF THE FROBIEM ; 

i * ■ , * “ . ^ ^ ^ 

\ - Statement: This pilot study is 9 oneerned with the . implications for 

business and distributive education of' the current and projected, use 
machines in business and of the necessary in-school training for these 

machine^. _ , • 

Significance: The types of machinss and their re.1.atiye . use in 

business are undergoing constant changes Of Importance to curricula ^ ^ 

V ^ ' ' W . ' ' 

Is the knowledge of what machines are being used in business', 
the degree of training demanded, and whether this demand will continue ; 
to exist.' 

Machines have been an integral part of the business progrto for 
many years. Investments in educational time and equlpi^ut , ^e Imavy.j^^ ■ 
It is appropriate that the most current and accurate data be made 
able so that optimum instruction may results ' .• ^ • ;• 

Of particular significance for our- consideration are the fo3J.owinjg 

i^lnts: 

1. Up to this time no scientific survey has been made of 
this problem. 

Machines are being taught today in, schools even thoi^ " 
the demand has declined; For example, vL ■ 'C 

' ' a. The key-driven calcutatofs are still being taught j 

in the schools despite the fact that they are being { . 
replaced by 10-key adding, machines in the ^business 
office, The demand for key-driven calc\Jle.tors has 



diminislied to such an extent that both major menu*- 
facturers have closed oiit their extensive private 
training programs. 

K, One siirvey shoved that not a single company studied, 

vas using the hectograph or stencil process. Instead, . 
coirpanies were using an offset process. At the same. . . 
time, the school districts serving these congpanies 
had only the hectograph and mimeograph and no. off set". 

■ 3. There is no evidence from business concerning the- degree 
of training that is demanded for people who use common 
office appliances such as the addl.ng machihes, voice ‘ , 
recording machines, duplicating machines, etc. v ' 

4. More and more schools today are equipping their business 
departments with office appliances. '^Te need resesj:ch 
evidence to present to school districts concerning -the ' 
desirability of providing business machines training and 
of the rationale for equipment purchases. ' • 

OBJBCnVBS ; 

pr inc i ple reasons for initiating this pilot study , were the needs 



' !• Develop a systematic, accurate method of collecting 
significant data regarding the use of office machines 
In business. 

2m Determine the feasibility for: 

a. Eapatnding the study to obtain nation-wide data, 

h. Repeating the study in five years using the rese^ch 
design developed in this pilot study in order to ob^ ' 
serve the change, if any, in the use of machines in 
the office. ' 

Specificeilly, the intent of this study was to obtain the following 
Information: 

Type and number of machines used in business. 

Training demanded by eu 5 >loyers (by t^pe and size of business) 
for personnel using this office equipment. 
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o r»n»‘fch,e«,'lob "brsiiiiiiig giv6xi by cniployfirs* 

4. iDaplications for vocational education. 

5 . A survey research methodology "which would provide a method 
for other comnnin3,ties to obtain accurate local data. 

roOCEDTJHBS ; 

The Interviov Schedule . A survey instnment previously constructed 
by a Eeseaxch ComiDittee of Delta H Epsilon^ formed the basis for the 
interview schedule used in this study. At an initial meeting of. a 
"Kappan"^ Eeseairch Committee, this Instrument was revised, and machines 
were grouped by type for ease in interviewingi Subsequently, this instru- 
'aent was refined, tested, and rc^vised until the instrument was in its ,• 
current form (see Appendix A). pre-testing was done by "ICappans" 

with coii®an±es in the Detroit eirea. Each pre-testing was preceded by a 
■briefing on the use of the instrument in interviewing. 

Selection of Saagle Coanmnity . H?he Standard Metropolitan Statistical,. 
Area^ (SMSA) of Bay City, Michigan was selected as the comunity in which 
the study was to be conducted because of: 



^A national honorary graduate business education fraternity. 

. ^A **Kappan” is a member of Kappa Chapter of Belta Pi Epsilon at the Uni- 
versity of Michigan. 

^The population of Bay City, Michigan is 107,042; the ^SMSA ra^ is 
192 (Source: Uni-^ States Bureau of' ^ Census Statistical Abstract, 

. • 86tb Edition, p. IT)*' 



1. Size of Community: 

a* We wanted a community size we could handle with the 
available financial resources since we wished to 

« oemwio /^^> +>«a v>iiR -!Tip g;g and Industrial community. 

VCUWC7 * 

b. We wanted a city in wMch the business eommunity was 
concentrated (i.e., not spread out over a large area) 
since the time our interviewers would have available 
was very limited. 

2. Diversity of Business and Industry; ^ . 

According to the ICohigan Employment Security Commission 
(MSSC) to various economic reports, there is a good 
representation of business and industry f-s to type* 

3,. Typical Ccssmunity: 

The Bay City Standard Metropolitan Statistical Area is 
fa3.rly representative for an area of its size. Indications 
that Bay County closely parallels the state pattern is , 
found by comparing the Jfolloving selected economic and. 
social characteristics:”^ 

..State Bay County 

Characteristics Pattern pattern 

percent Rural Pam ......... 

Median School Age 

Woa-Worksr Ratio 

percent Employed in Manu- 
facturing ........o....... 

percent Employed in White 
Collar Occupations ...o... 

Median Income of Families * * 

4. Cocperation of Local Business and Civic Officials; 

persons representing the Chamber of Commerce, Development 
Council, and private business were most cooperative and 
recepbi've. They generously offered facilities and services. . 



... 5.6 .. 9.5 \ 

... 19^8 10.0 

... l.T l.T , 

... 38.0 . 4l.O . 

... 40,0 : 3T.0 

... $6,256 $6,04l 



^Michigan Economic Development Department. Economic Data Sheet, I962. 



5. Location in The State: 

Bay City is easily accessible by freeways from all parts of . 

Q+o+ck B nrkpfaRR-ihilltv "Was iinDortant for ’’Kappans” 

who bad to come from diverse areas of the State to partici- 
pate in tbe interviewing field, operation. * 

Selection of Sample . One of tbe ma^or problems in drawing a san^le 

of conqoanies in a coimmmity is to obtain a conplete list of businesses 

in that ccmmnmity. Several sources were considered) however, all were 

inccHJiplete in one or more aspects , in addition to being impractical, to 

use. 

Ve decided to esqieriment with tbe "ys^cw pages” of tbe Bay County 
telepbone directories. Tbis approach was used when we determined that 
a very bi^*- percentage of businesses that have telephones are auto- 
matically listed in the ”yellow page” section of the telepbone directory. 
It was felt that the very small percentage of businesses without tele- 
phones would not effect our findings. 

In order to obtain representative dsba the sample was to be pro- 
portionately represented by: 

a. Companies of Various Types. 

b. Companies of Various Sizes. 

How the Yello w Pages were used: 

1. Companies were assigned SIC^ Codes based upon the index 
classification under which they were listed in tbe 

Standard Industrial Classifications: I. Agriculture, forestries, and 

Fisheries; II, Construction) in. Durable Manufacturing) IV. Kon- Durable 
Manufacturing; V. Transportation, Coammnication, and Other Public 
Utili-tiesj VI* VTbolesale and Retail Trade; VIII* Finance, Insurance, and 
Real Estate; VIII* Business Repair Services; IX. Personal Services; 

X. Professional Services; and, IX. Public Services. 



^ 



Dll^ectory of feJicw In case of douTit alaput acljn^ classi- 

fications^ references verp mode to several business directories 
for Bay City. 

Cc 3 o®anies falling within each classification were tabulated, .per- 
centages of the total universe were obtained for each SIC so that 
it would be known to what extent each SIC should be represented^ 
in the spjnple if we desired a stratif led. randc® sample j^e.g.^ 
the total number of firms in a community equals 1,000 and construc- 
tion firms constitute 20 of this total, then constructipn firms 
represent two percent of the total population. !Eherei|pre , if ^the 
sasple si?e is to be 200 eases, four construction firms should be 

Included). 

2. abe tlBS and finances avallabl? precluded the drawing of a ■ 
stratified random sample; therefore, it was decided tb" draw a . 
straight random saarple. We were gratified to discover that 
this was very close to the desired SIC representation. 

As each coogoany was selected, its naine was typed on a 3 X 5 card 
with Its SIC code in the upper left-hand comer and its location 
in the "yellow pages" (i.e., page number ‘^'and column) in the 
upper right-hand comer. 

yield Procedures . 

1. Contacting the companies Ijr mall prior to the interview; 

6 

^ letter on Wayne State University stationery 



a. dJhe project: What it was and why it was being done. 

b. How the con®sny was selected. 

e> Who would conduct the interview. 

d. 0!he approximate length of the interview (i.e., how long the 
interview would take). 

e. A second contact would be made by telephone prior to the 
interview. 

2. Contacting the congpanies by^ telephone prior to the iiiteivlew; 

yach' company in the sssple was called the week before the Interview 
In' order that the following could be’ deteimined: 

^hls pilot study was funded by the Michigan Department of Education as a 
resxilt of a proposal submitted by Drs. Fred S- Cook and EJeanor Maliche 
of Wayne State University. 
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a. "Wlio “was to "be interviewed (i.e., tlie name of the respondent). 

b. The most convenient time for the interview. 

fn several cases, it was necessary to e:q>lain the project hecause the 
person contacted has not seen the letter or the person was dubious as 
to the intent of the contact. A few felt that the. project was a . 
"glinaick” to sell nachines; some felt that' it was the goyermnent^s 
"hachhanded” way of investigation. 

3* lotting up the interviews: 

In order to conserve the interviewer’s time and to facilitate getting 
■ around town, it was imperative that there he some order as to what 
conrpaiiies would he assigned to each interviewer. OherefOTe, 

X. The companies were separated according to their geographic 
location in town. 

2. Vlthln each location the companies were grouped according 
to: 

a. proximity to one another, and ' • • 

b. anticipated len^sth of the interview. " 

- !Bie -laitervlewers . The interviewers were ”Kappans” or prospective members 
of Delta Pi Epsilon from the University of Michigan and Wayne ' State Uni- 
yerslty. were in-service teachers with one exception— a graduate stu- 
dent ^0 had gone directly into full-time graduate work after couplet Ing 
the haccalsareate program. AH were secondary school teachers except for 
five college instructors. The interviewers came from various parts of 
the state and represented many school districts* 

Training the Interviewers. Tbe interviewers met in the afternoon of 
the day before the interview field operation was to begin. At this 
session, the following was accomplished: 

i* Tbfi purpose and nature of the project were explained. 

A brief explanation was given as to why Bay City was chosen . 
how the sample was selected. 



2 . 




LERIC 
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3* The Interview instrument was gone over thoroughly question hy 
question. . . - 



!^pes of anticipated answers and the correct recording pro- 
cedures were discussed in detail. 



The interviewers were instructed how to phrase their questions; 
how not to involve themselves in the question; and, when and 
how to probe. 



6* The interviewers were also, instructed; 



a. How to contact the respondent. 

b. How to begin the Interview. ■ / 

c. How. to obtain information for the face sheet. 

d. How to terminate the interview. ' > ■ 

e. To notify the project office for assistance with problems 

'ttiat they mi ght encounter and be. unable to solve while 
working in the field. 



7. ■ There was some role playing to demonstrate techniques of inter- 
viewing with cur instrument. " 



8. Each interviewer was assigned an ^exercise’* company for the pui 
pose of trying out the instrument and the techn5.ques ^scusse.d. 
All interviews were .’completed prior to the dinner hour stnd the 
interviewers reconvened after dinner for the second traii^.ng 
session. 



At the second training session the following was accomplished; 



1 . 



Interviewers had an opportunity to discuss and compare ex- 
periences they encountered in their ”intei*viewing” exercise. 



2 . 

3 . 



Interviewing assignments were given out', 
necessary materials were distributed; 



a. The interview instruments, 

b. 3 X 5 cards with machine listings.,* 

c. VSa Identification Cards. 

d. Clip boards, ; 

e. Bed rope envelopes to carry supplies. 



A project office *was set up to which j|.nterviewers reported and returned 
conq>leted interviews. 



il/IWlfflffTlTLilJ 

’iaBkgdsimMsi 
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UMITATIONS OF THE STODT ; 

There are several basic limitations inheren t in this study that should 
be emphasized: 

1. The limitation of selecting a given community as a 
"sample'' that is representative of the State of 
Michigan! 

2. Possible sampling errors in the procediares used for 
selecting the respondents. 

3. The problems in any pilot study whose primary 
purposes are to develop methods and procedures. 

We found, for example, that the instrument — although it had been 
field bested — ^was too complicated for optimum analysis. Also, the 
use of amateur interviewers presented problems in collection of the 
data. Finally, the requested funds were insufficient to do the 
complete tabulations and computer analysis that might have been done 
with the tremendous amount of data that were available from the pilot 



study instrument. 
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FUmiRGS ; 

Of the 2T^ companies in the san^le, data vere collected ou 239 
con5)anies. The remaining 35 companies were not interviewed due to; 

a. 15 refusals 

b. 13 respondents that we were unable to locate. 

c. T. companies that did not fit into our. universe; 
that is, the company had gone out of business, 
had moved out of B3.y City, etc • 

Table 1 below shows the distribution of companies interviewed by type 
(standard Industrial Classifications) and size (total number of 
enployees) .of business. 



Table 1. — DISTRIBUTIOM CP COMEftlllES Ef TXPS MD SIZE CP BDSIKESS 



1 


SI2E OF CCMPARY 
WI TOTAL RUMBBR CP EMPLOYEES 


TOTAL 


TYIE <F COMEAHY 


a 

V) 


Less 

than 

k 


4- 

19 


20- 

99 


100- 

!^99 


More 

than 

500 


BY 

TYIB 


Agriculture, Forestries, and 












* 




Fisheries 


- - 


. r 


1 


- 


- - 


— 


1 


Construction 


k 


9 


■ • 1 


4 




- 


18 


Manufacturing : Durable 


- 


3 


■-1 


5 


.8 


2 


19 


Manufacturing ; Hon-Durable . . . 


- 


1 


2 


2 


5 


- 


10 


Transportation, Communication 
and Other Public Utilities.. 




\ 5 


1 




1 




7' 


Wholesale and Retail Trades ... 


2 


53 


31 


11 


3 


r» 


100 


Finance, Insurance, and Real 
Estate 


m 


. 10 


. 9 


1 


1 


- 


21 


Business and "Repair Services. . 




lU 


4 


1 


mt 


1. 


19 


Personal Services 




10 


: 2 


3 


m 


- 


15 


professional Services. 


2 


8 


• 6 


1 


1 


1 


19 


Public Services.... 


1 


- 1 


6 


— 


1‘ 


1 


10 


Total ly Size 


9 


114 


64 


28 


20 


4 


239 



^Si?e not specified. 



Several significant items from Table 1 shoiad be. kei)t in mind as. 



the vholescile and retail trades . The next largest group 
of respondents (9^) was in finance, insurance, and real 

Wiv wi* vw » 

Almost half of the companies had fewer than A 

en^loyees. The next largest group (27^) eni>loyed betwen 
4^19 eng>loyees; ^le, less than -2 percent of the con®anies 
had more than 500 employees;. . “ . • . ' . 



concentration of small businesses as well as afhigh con- 
centration of businesses in the wholesale and retail trades. 
For example : 

a. Bay County (location of Bay City) lies bet^n . . 

poprlous Wayne County and rural Manis tee County, and 
differs very slightly in percent of businesses em- ; 
ploying between 1-3 employees: 60.3 percent for Bay, 

County, 61.8 percent for Manistee County, and 59'. 7 
for Wayne County.**^ 

b. Bay County bas 45.2 percent of their businesses in 
the wholesale and retail trades; while; Mai^stee ' . 
County has 44.3 percent and Wayne County 40.5 per- 
cf ?t of their businesses in the wholesale .^d re- 
taxi trades. o 



'^Coiinty Business Patterns: Bast North Central State s, Michigan end 
Wisconsin (p^ 4 a 7 Fiiit Quarter 19^2, .U« S. Government Printing 



the findings of this study are analyzed: ' 

1. There was a heavy concentration of respondents, in 




3* This concentration by type and size of ,TwsinesS.' is not . 



atypical for Bay City. Most communities would have a high 



Office, Washington, B.. C*, 19^3) ^ pp. 24-25, 73-7^, 101-109 • 

%bid. 



Ti<k4-a nn hQ tvoes of office machines: 

. 1. 4 dding/qalcuLatins 

2. BillixJS BooKkPsping * ; ‘ . / 

3* Copying 

4, Dictating 

5^ Di^iicating / * v * 

6r Electronic Accounting Machines (EAM) 

7, Electronic Data Processing (EDP) 

8. typewriters ^ 



9. Cash Begisters 

10 . Miscellaneous 





pur analyses^ however^ will be focussed on only the first 8 types of 



machines because r . 

1. We found of the 72 con 5 >anies that had cash registers and - 

with only 2 exceptions they did hot demand trainii^ and/ or ^ 
es^rience ss prerequisites for l^ing. Consequently, _ 
since this machine is not technically, office eqi^pa^nt,' . 
we did not include cash registers in oux. tables,'': 

Approsd.m'itely one»half ( 135 ) corspanies indicated , 

they had some type of ndscellansous eQtdprent (e.g., . 

•addressographers, check protectors and writers, '-PBX 
machines, postage meters, etc.). With on^ a few excep- 
tions they dJ.d not demand training and/or. experience, as 
prerequisites for hiring; and, since there were so^few of 
any single jltein these machines were not included in ohr’ 
tables. 

Table 2 on the nest page shows' the distribution of conpanies which 
have these 8 types of machines. 



Tfeble 2u— KOJCffiR AHD EBRCBNT (F CCMPANIBS HAVING MACHINES STUDIED 



TYISS OP MACHINES | 


uotmixiss jj 

THAX BA.YB I 

1 MACHINES II 


THAT DID NOT HAVE 
- " MACHINES ' 




Number 


percent 1| 


fltoter , 


Perceiht 


Adding/Calculating 

Billing-Bookkeeping 

COpyin^i> 

Die t&t 

DSrpliCBttnge^a . W . . a ^ 


192 •' 1 
43 ' 

65 .. 

33 

64 

9 

1 186 


1 

1 8 o .'3 1 

18.0 

27.1 1 

13i8 

26.8 
3.8 

. x, .4 

77.8 


1 

. 47 

196 
174 
206 
.. 175 

230 

238. 

53 


19-T 
82.0 
72.8 ' 
86.2 

73.2 

96.2 
99.6 

22.2 



An caalysis of Table 2 shows that of 239 ' companies— : 

a. 192 ccsapeales had addlng/calculating macMnes and . ... . 

186 cofflgpanies had i^writers. • . \ ‘ ^ 

b. $5 con^anies had copying machines and 64 conipanies 

duplicating machines. : - 

c. 43 companies had billing-bookkeeping m^hines ^d 
33 e<aiqpaaies had dictation machines. ' 

d. 9 companies had BAM equipment and only 1 comp^ . • ^ 

h?d a EDP installation. 

It is interesting to note V at although more companies had adding/ 
calculating machines ( 192 ) than typewriters (I 86 ), more companies 
actually owned more typewriters ( 818 ) than adding/calcuiating- machines 
( 793 ) » (See Table 3 for total number of machines owned“by the 
conpanies that were interviewed.) It is not sxirprising that relatively 
few conpanies had BAM and EDP installa,tionp since a relatively, small 
percentage of our cwnpanies had more than 20 employees. 



Table 3.— TOTAL mxm, OF MACHINES OWNED BY MAMIAL AND EIECTRIC 



Types of Machines 


Number 

of 

Machines 


■ Niimber 
of * 

EIECTRIC 

Machines 


Number 
V of' 
MANUAL/ , 
Machines ' 


Adding/ Calculating 


793 


599 


: 194 ' 


Bllling-Boohtoeeplng 


J_L0 


. 104. 


.6 


Copying 


98 


98 


C* 

ft 


Dictating. 


105 


105 




Duplicating 


96 


59 


37 


EAM 


68 


68 


mmtm 

Q 


BDP 




■; .. 3 


cEi ' 


O^pewriters 


818 




57U 


Total 


. 2,091 


1,280 


811 



^”111086 machines are always electrically operated. 



AneOysis of Table 3 shows that ty^writers (818) ChLiCL adding/ 
calculating machines (T93) form the majority of the total number (2,091) 
office machines owned by the companies that were interviewed^ while. 

Table 2 on page 13 shows that of 239 conqpanies> 192 companies had adding/ 

, J 

calculating machines and 182 conpanles had typewriterp. This latter 

. ■} ' * 

finding-- a3.thou^ we do not have the data — seems to be based on two 
factors: 

1. The large number of companies (ll4) having less than 4 

enaployees^ and, * ' . 

2. The large number of wholesale and retail firms (100) 

Included in the sample. 

It is apparent in every case— excluding typewriters— where a machine 

can be electrically Dr manually operated that electrically operated 

• , - *■ 

equijanent Is more predominant. Although only 29 percent of ..the 



tyi^ewritsrs vexe electric ^ there would he very few schools that would 
. tncsdy. nfp •i'.vTwsj'urri.'fcera electricaHv OT^reted. 

H8*V8 iaii» wcxvcju' ''vx-- ' - - 

It nl£pit "be assinned— here, agaiA, do not hay^ the d^ta— that 
the larger the company the more electric typewriters] conversely, the 
smaller the con®any the less likely they would have electric typewriters. 

■7 

Ihis may he directly related to the cost of these machines; while, an- 
other factor may be the large mmiber of wholesale and retail firms in- 
cluded in the sample. 

lable 4 on the next page shows the nuiaher of coaroanies hy size 
that pre-employment training ^d/ or experience for e^h of 

the machines studied in this survey. ; ' 

Analysis of Table 4 shows that of those congoanles havii^ a specific 
type of machine relatively few con^anies demand pre -employment tra^hg 

' t 

and/or experience as prerequisites for employment] even for typewriting 
59 congpanies reported they did not ^mand pre-enqployment ea^rience. 
However , it can be noted that, the larger the company, the more likely it- 
Is to demand pre-ea^loyment training and/or .experience. For example, 

► " i ^ i 

^ of the ^ con 5 >anies having mqre than 500 employees demand pre -employment 

training for typewriting. . 

In the case of the EAM machines, only 1 of the T companies having 
this type of equipiasnt demands pre -employment training and/or experience 
as prerequisites for hiring. It appears that pre-employment tralnirg 
and/or experience are not demanded as prerequisites for hiring on ^ly 
of the machines discussed in Table 4 because of one or more of +-he 
foUovTing: 




Size not specified. 



3 . 



Analysis of Table 5 on the next page shovs that dd st of the companies 
have no ski.ll requirements for the machines stu<34-ed. Of the companies 
that have skill requirements: _ 

1. The majority determine if the applicant has the desired 

~ skiU(s) during the intei’viev or they observe a new 

employee on the job. 

2. Previous experience is considered important by those fev., . 
companies answering this question for enployees who will 
be operating copying and dlctating-transcribing machines . 

3. Seventeen (17) of the 1T6 companies having typewriters 
demand that the employee had a course(s) in school; and, 
only 8 out of 157 companies having adding/calculating 
machines have this requirement. 

4 . Ponnal testing, in most cases, is infrequently given or . 
not at all; although, IT of I 76 companies indicate that • 
they administer formal typewriting tests — this is approxl^ 
mately 10 percent of lj6 companies. 



These machines are so simple to operate that no 

ji .r ^ 4*Vi^tr non Vko r^lcl *\r 

OX'CJUXIiXlUJ XO UJCIUlCfcJlXVX^V*. >jl^’*"^*7***/ 

learned on the job; for example, manufacturers 
of Rotaj^ Ad^niTcalculators have have con- 
sistently advertized that an employee can learn 
to operate their mact^ines in less than an hour. 

Companies prefer ^ train their personnel in the 
use of office equipment. 

Companies have found such a shortage of trained 
workers that they must train prospective employees 
^o show an aptitude for operating this type of 
office equipment. 
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Table 6 on the next page shows the distribution of companies in 
respect to their size and to the methods utilised to determine -degree 
of s^ll-proficiency of prospective employees by the types of machines 
(excluding EAM and EDP equipment) studied. . The EAM machines were 
emitted from the table because of seven companies having this type 
of equiianent, only 1 company (employing between 20-99 employees) 
administers a formal test to determine s h i ll s; and, the 1 company 
having‘DPF equipment did not answer this question. 



Analysis of Table 6 shows that— 

1. More con 5 >anies utilize ”previous experience for 
boohljeeping machines that the other three methods 
although each method is used by, at least, 1 
comgpany. 

2. Twenty-three (23) of the 35 companies that require 
slsills on adding^elculating machines utilize the 
"interview and tryout" process. 

3 . Only 2 out of 4 methods are utilized for copying 
machines and they are almost equally divided by 
"interview and tryout" and "previous experience." 

ll^. of the cemrpanies— 6 out of 12— utilize the 

"interview and tryout" method for dictating equip- 
mgnt, while 8 out of 9 companies use this procedure 
for duplicating equipment. 

More companies are concerned with determining s K l ll - 
proficiency on typewriters (by some method) than 
for any other type of office equipment. But, even 
here, 72 out of I 09 companies which have a sMll 
requirement for typewriting determine the level of 
skill-proficiency throvigh the "interview and try- 
out" process. 



5. 




Table 6 .— DISTR-iBOTIOU OF BY SIZE THAT UTILIZE METHODS TO DETEBMIHE SKILLS 

OF PROSPECTIVE EMPLOYEES FOR SEVEN OP THE EIGHT TYPES OF OFFICE MACHINES STUDIED 
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©le dlstriljution of companies by size that give on-the-Job 
'training is shown in T&ble T below. . 

Table 7 , --ON-THE-JOB TRAINING M SIZE CF C(»4PA^ 





lENGTH CF 

, traiiotg period 


NUMBER OF 
COMPANIES 


‘ NO . 
Al^SWER 


■ TOTAL • 
NUMBER CF. 
COMPANIES 
INT3R- 
VIEKED 
BY- SIZE, , 


SIZE CF CC3MEANY 

m 

number CF EMPLOYEES 


More than 
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Day 
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Size Unspecified 
less than h ' | 

4- 19 
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100499 

More than 5 OO | 


3 
6 

23 

16 

4 


2 

23 

15 . 

6 

2 


22 
• 1 
1 


k 

63 ■ 

1 . • 
z 


9 

il4 
* 64 
28 
20 
4 


Total 


67 


1 47 


1 .24 


100 


239 



Of 239 companies iuterviewed., 11^4- (^^). indicate that they give 
some type of on-the-Job training. Apparently, most of the respondents 
■ that give training do so on an informal as needed basis. This 
training may range from a few minutes up to an hour or more each 
- for several weeks. Since no formal classes were identified, presumably, 
on-the-job training consisted of prima-'ily having the employee operate 
the with an e^q^rienced employee giving instructions as needed. 

Here, again, it appears that the larger the company the longer the 
training period. 

The distribution of companies that give on-the-^oh training by 
type of office machine studied is shown in Table. 8 on the next page. 
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labXe 8— BISmiBUTIOH OF CCMPAMI ES I HAJ GIVE OH-THE-JOB TRAIHIllO 

BT TXEES OP MAUfiirusS S’j:ui»iJJiD 
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She more coii5>lex the eqjiipnent, apparently, the longer the . period 
before the respondent feels the employee is competent. For example, 

33. of 36 companies require more than one days* training for bookkeeping 
machines; whereas, 29 of 39 con^anies require only a few hours of 
training on copying machines. 



2^ 



IerIc 
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Bsised upon tli6 data, collected in liiis study the following seen ap 
propriate: 

1* IThere appears to he a positive relationship between the ^ 
size of the company and the types of machines utilized. 

That is, the larger the company the more likely it will 
utilize copying, duplicating, EAM, and EDP equipment. 

2. Electric machines (excluding typewriters) are more 
popular than their manually operated counterparts ■ (e.g., 
businessmen prefer an electrically operated duplicating 
machine pver one that is manually operated) • However, 

■it is suspected that the small proportion of electric 
typewriters reported in this study is due to the factor, 
that almost half of the companies included in the sample 
had fewer than 4 employees. This seems to indicate that 
the cost of electric typewriters is too expensive for 
the small coaroanies. 

3. Businessmen do not demand that their enployees have 
training and/or esqoerience in office machines with the 
exception of typewriters. This low demand for trained ' 
and experienced personnel seems to indicate, that companies 
can train their employees (in a relatively short period 

of time) In the use of office machines. . 

appears to he a positive relationship between the 
size of the coupany and the length of on-the-job training 
period. That is, larger companies tend to have longer 
training periods than smaller companies. 

5. Approximately one -third of the companies reported that 

they administer some type of on-the-job training. It 
appears that this on-the-job training is an informal, 
over- the -shoulder type of procedure. This further empha- 
sizes the ease with which most office machines can he 
learned on the job. ' ' 

6. Of the companies that administer on-the-joh training, al- . 

most half do so for DooxKeeping ojuu. audj.u5/ 

calcxilating machines (45^).. 

7 . Of the companies which have sMll requirements, the 
majority utilize the method of “interview and on-the-job 




tryout* to detennine the degree of nev employees shill- 
proficiency on a3J. types of office machines with the 
exception of bookkeeping equipment. 

RECQMMENDA3?I0NS : 

!Ehe findings of this pilot study as well as the general 
literature on this topic raise serious questions concerning the pur-“ 
chase of equipment through vocational educational funds. Conse- 
quently, it is recommended that— ^ 

1. The Michigan Department of Education is urged to co- • . 
operate in developing and financing a state -wide stu^ to 
determine if the findings in the Bay City area are similar 
in other parts of the state. As, part of this proposed 
study, it is recommended that the instrument . in Appendix 

B (an outgrowth of this pilot study and utilized as part 
of a research project in Detroit) he used‘.as"the basic 
instrument for collection of the data. 

2. No additional state and/or federal funds be allocated’ for 
the purchase of office machines- with the exception of 
typewriters. 

3» If "til® State should continue to expend public funds for 
the acquisition of office machines, 'th^se fimds should \ 
be used to rent not pjirchase equipment' in order that, the 
schools will not be "stuck" with obsolete equipment. 
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Jr. E.S. Private Business School 



H. S. 



Previous employer 



l College 

^ » 

If training is given; (a)' how much? 
I (c) on what idb 



_(b) how long? __ 



(d) how and by whom: 



k. Do you ejqpect number of persons using these machines to 





j 

Next yr? 


- Wit3 


increase 




- * 


decrease 






i 

i remain same 


L ' 


M 



o 

ERIC 



» r »m 



■ I 



irm: 



DICTAEtON-TElMSCRIPTION 



a Yes 
= No 

= Doa*t taio¥ 
= Maybe 



|8 Dictaphois.© 



Ediphone 



to SoundscrilDer 



axm 



J2 other: 






•H < 1)1 -P 

<3 taj sJ r* 

,H Pj H ps 



1 



Approximately 
how many? , 



Machines Persons 



Man 



Elec 



M I F jDa. |mo. 



*•1. How much skill is required? . 

lU. How do you determine this skill? (interview, test, application, etc.) 

If test: (a) Type of test (content, length in tiire, etc.) 

(b) Standards (how you evaluate} 

(c) At what level should this training he provided? (in your opinion) 

Vr±vB.te Business, School , 

Previous employ'er 



^3. 



College 

If training is given: (a) how much? 

(c) on what job 



(h) how long? 






(d.) how and by whom: 



k. Do you eicpect number of persons; using these aachines to 





^ 1 Within i 

next yr? \ 5 yrs.? | 


, 

increase 


r^' ^ 

.. ! ..-I 


decrease 






[remain same 







d 

ERiq 






K.’VMMUMMIW 










BUPHCAOTG 



Tl^n t -h ^mr\JJ 



Maybe 



g 

iz; 

/«% 

II 

s 

0) 
(C 

J5. 



o 



^ Fluid 



'20 Stencil 



21 Offset 



22 Other: 



CLi 

id 



0) 

o 

-S_ 



d & 

! O 
r4 P3 

U) g 

C , 

CQ <h 

^ a 
(!) h 
p a 
o 

H >> 
H 

r« lA 

is 



•H 

S "S 

« ^ 
•H a 

aJ >)] 

■g t 

i “ 

a o 

0) -P 

o . 






o 

p 

CQ 3^e 
Q) it: 
05 * 
>> 0) 
O S5 

iH *r! 
Pi ^ 

a O 

§ ^ 

a 

p 

p <y 
cS (0 

&) 



0) . 
fl a 

O 
Cfl lA 

s 

^ 3) 

S c 

O P 
fl p 
(k 



Approximately 
how manyH 



Machines | Persons 



Extent 

of.. 

use? 



Man 



Elec 



M 



F 



pa. 



-f 



U 4 




i^lo. How much skill is recpiired? 

2, How do you determine this skill? (interview^ test, application, etc.) 

If test: (a) Type of test (content, length in time, etc.) 

(h) Standards (how you evaluate) 

(c) At what level should this training he provided? (in your opinion) 
jp, g,S. Private Business School 



H. S. 



Previous employer 



College 



S3. If training is given: (a) how much? 

(c) on what ^oh ______ 



(h) how Long? 



(d) how and hy whom: 



U. Do you e pect number of persons using these machines to 



increase 



Next yr? 



decrease 






emain same 



Withih 
5 yrs? 



ERJC 



‘I • 




?irm: 



EAM (Punch Card Accounting) 



m r. Yes 

m 0 s Ho 

K ? s Don't know 

K 1 = Maybe 


g ' 

is; . 

s 

a 

0 1 

00 1 
S 

0 

CQ 


Used 1 year ago 


1 

OJ > 

t G 

H C5 

£3 0 

■dS 

m 

0 h 

,0 UJ . 
0) 

1-1 

•H ir\ 


Demand training prior 
to employment** 


0 

-p 

c: :*= 
0) 

0 * 
>> 0) 
0 CJ 

p^ ‘H 

0) (A 

c 

•H 0 
00 CO 


Plan to add meohine 
within next /) vrs 


Approximately 
how many? 


Extent 
■ of 
use? 


j 


Machines 3 


Persons 






,Man 


Elec 


T 

M 


F 


1 

Da. 


1 

Wk. 


MOc 


1 

. J 


p3 Card Punch 


\ 
























• 




§4 Verifier 




1 

( 


- 






















j 


— 

35 Sorter 












f 

J 


* 






! 




, ' 


[ 


1 

1 ^ 

1 

I ^ 


^6 Collator 


















j j 










r -3 

1 

- J 


k 37 Peproducing 
1" Punch 














1 














1 


Gang Summary 
i Punch 












i 
















* -M 


P 39 Interpreter 






1 






! 


I 










• 




'4§ 

1 


Accounting 
P' . Machine 




• 




















. 




' 1 


p4l Other; 




r 






1 








r 










'■ 1 



HI, 

I 2 . 






How much skill is req.uired? 

How do you determine this skill? (interview, test- application, etc.) 

If test; (a) Type of test (content, length in time, etc.) . 

(h) Standards (how you evaluate) 

(c) At what level should this training be provided? (in your opinion) 

Jr. H.S. Private Business School 

Previous Employer 



H. S. _ 
College 



1^3 



If training is given: ( a) how much? 

(c) on what job 



(b) how long? 



(d) how and by whom; 






4*. Do you e^qaect number of persons using these machines to 



FI WA.M. • 


Next yr.? 


Withih 1 
5 yrs? 1 


increase 






decrease 






remain same 







o 

ERIC 

FU2BS!a!B 




= Yes 

0 = Ho 

? = Don't Imav 

1 = Maybe 



2 Computing ^stem 



INPUT PERIPHERAL: 

3 Optical Scanner 

INPUT Miscellaneous 



OUTTUT PERIPHERAL: 
5 Off-line printer 



0UTPU5? Miscellaneous 



H. S. 



College 

If training is given: (a) hov nrucM 

(c) on what Joh 



o 

ERIC 



yflWliffBffTlTliiU 




How urucli skill is required? 

How do you determine this skill? (Interview^ test^ application^ etc.) 

If test: (a) Type of test (content, length in time, etc.) 

(h) Standards (how you evaluate) 

(c) At what level should this training he provided? (In your opinion) 

Jr. H.S. Private Business Schvoo; 

Previous Enployer 



(h) how long? 



(d) how and by whcm: 



h. Do you e 3 q?ect nimher of persons using these machines to 



■ n 


Next yr? 


increase 




decrease 




remain same 


• 






wna: 



0 

? 

1 



Yes 

No 

Don’t know 
Maybe 




.Elite (Saaia.) 

'pica (Big) 

Executive 
(Proportional' Spacing) 
Selfictric (type ^nere- 



Stationary Carriage) 
Flexowriter 
(gjape) 



Vari-!Syper 
SJeletype: 

Other: 

1. How Kuch skill is required? 

2. How do y» 3 U determine this skill? (Interview, test, application, etc.) 

If test: (a) Type of test (content, length in time, etc.; 

0>) Standards (how do you evaluate) 

(c) At vhat level should this training be pro''/ided? (In your opinion) 
Jr. E.S* Private Business School 

Previous Employer 



H. S. _ 
College 



v3. If training is given; (a) how much? 

(o) <m what joh? (^) how_aad hy whan? 



(b) how long? 



h. Do you expect the number of persons using these 
machines to 





IText Yr? 


increase 




decrease 




1 remain 
t the same 


.. » 



Within 5 Y: 





MESCELLMEQUS 



0 

? 



Yes 

No 

Don’t know 



1 






/ 



7 Telephone 
Swltchbds« 

8 Cash Reg. 



9 Collating 



I 

0) 

a 

•H 

M 

O 



0) 

s 



0 

05 

S) 

9) 



•d 
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s 



C 

rvi ^ 
f O 
rH C 
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•H >4 
(Q V4 

^ J2 

0> ^ 
p 05 
<1) 

rH ^ 

3-< lf\ 
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o 

•H 

p^:., 

53 •<£ 

•H a 



0 

.p 

01 5je 
0) 5K 
0 ) ^ 
>> ^ 



s: 01 c 

H 

n i ^ cj 



« I 



•P *tj 

^ & 

fl 01 



S 



Postage 
Strap. -Seal. 
OFUMINC 
1 Camera 



2 Projector 
(Reader) 



3 Automatie 
Retrieval 



6 Other 



o 

+> 



c ® 

•H 0) 
05 W 



0 ) . 

S3 © 

h 

fl 

Cl 

05 lA 

® -P 

»0 01 
S3 

0 S3j 
■p -H 

•H 



Approximately 
how manv? 



i Machines [persons 



T 

fl 



Etctent 

of 

nse? 



Man 



— ^■ 



ELec 



M 



'Da« 



Wk. 



Mo. 



How much skin is required? 

2. How do you determine this skill? (interview, test, application, etc,) 

If test: (a) Type of test (content, length in time, etc.) 

(h) Standards {how you evaluate) 

(c.) At ^at level should this training be provided in your opinion? 



tTr* H* S. 



H. S. 



^3. If training is given: (a) how much? 

(c) on what Job 



Private Eusiaess School 
Previous employer 

(b) how long? 



(d) how and by Tidicm: 



Do you expect number of persons using these machines to 



er|c 





11 



# 

(a) Would you hire high school graduates if they have had no previous work 
experience? (Ages l6-22) Yes 



”No (Go to quest. 2) 
""other __ 



1^^ (l) If yes, how many: 



Male 



Female 



Both 



ra. (a) Within the past two years have you hired any hi^ school graduates who have had 
no previous work e:®eriencei ^Tes^^ 



Male 



Female 



(h) If yes, how many: ... 

3 . S-or what specific jobs were they employed? (Eltle and description of joh) 



4 . 



(a) Do you eoniect to hire any high school gr^uates who hM no previous work ex- 
perience during the next year? (and why) to quest. 6 ) 



(b) If yes, how aany: 



Male 



Female 



5 . 

6 . 



For what specific ,Jo'bs?_ 
pon^t know 



How Inrportant do you feel these business subjects sre as prerequisites for en®loyment; 
^ 2 .«.very inportanti 2 *some valuej 3 "doubtful value) 



Economics 



Mer chandis ing_ 



Consumers Econanics 
Business Law 



Business Organization. & Mgpi^' 

General Business 

Bookkeeping^ 



Office Practice^ 
Salesmanshi p 

Shorthand 

!Typing 



Retailing 



Economic Geography^ 

Business English 

Business Math 



Other business machines^ 



7 . In yo«r opinion, how adequately are h.s. graduates prepared? 



Strengths 



Weaknesses 



^ Interviewer * s general comments on interview: (State attitude, degree of ^ 

^ Sctr^lTerson! sfinterviewed, cs VeOl as ycror feeling regarding the adequacy of the in- 

formation obtained). 
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AFMDIX B 







■WMwfyaw* ■■<■'.■» iTiilUWitfT^fegaataa^^ 



't 



WiOTB SmTB UNiraSIlEY 
College of Education 
Department of Business 
and Distributive Education 
Detroit, Michigan 4^202 

OFFICE MACHEKSS IMKIORy 



*r ATjt UltntKfikir* o 

WffciWW - 



CoGipany: 
Address : 



Interviewer: 






^telephone Number; 

Contact; Mr. Mrs. Miss 



Extension: 



(PepartmentT 



(gitie)' 




Appointment: Date 
Date of Interview: 
Editing OJime: 






lime 'Began 



Time 



AM 

PM Time Completed 




o 

ERIC 






9/IBr WMBEIB: 







- OFFICE MACKSES INVENTORY 

COfJIiD you TE T>T. ME HOVf MANY OF THE FOLLOIOTG MACHINES YOU HAVE IN THIS CCMPAMY: 

5.' TOT^i NUMBER OF COPYING MACHINES: 
(identify "by Trade Name) 



TOWt NUMBER OP TYPEWRITERS; 



Pica 



Mao^aX 



I. KMEAIi NUMBER OF AODIKG- 



Standaord Electric 

Executive (Ptoportional 
Spacing) 

SeXectric (Tj»pe Sphere, 
Stationary carriage) 

Other (Specify Make) 



i- 



t 

^ 5 * ■ 






c~ 



• CAIjCOIATORS: 

Xey-Driven (ConptcMeters, Bur* 
rou^— no tape) 

Rotary (no tape, moving car- 
riage; e.g. Friden) 

Ten Key Adding 

Ten Key Printing Calculators 

Other (l^cify Kind) : 



I TOXAX NUMBER OF BIHING-BOOK- 
r KEEPING MACHINES (Do not 
include attachments to 
electronic data prcacessing 
equipment) 



ipomx NIMBER .OF DUPLICATING 
MACH 



wiiw 



r: 



I 



PXuid (Ditto) 
StenciX (Mimeograph) 
Offset (Multilith) 



- 



6 . TOTAL NUMBER OF DICTATION-TRANSCRIP-- 
TION MACHINES _ 



(Identify hy Trade Name) 



i ' f ^ > r 






7. Card Punch and Verifyers 

8. Sorters , : ' 

" ^ <•* 

9. Collators 
10, Rer>roduoers 

li.. Accounting Machines (Tabulators) 

12 ^ Comijuters (Not Separate Parts) 

(identify by Name and Number 
of Main Component Only; e.g., 
lai l40i) 

















4 f 

1 I I II 




, 












APHIMEX C 




Ta1>le I 



SlzG &nd Typs of* Cdinpanics 'fclia't’ lisvc Addin, ^/caXcuX© tors 



Size of Company 



oxze i ueSS 
Unspeci- 
fied , 



20-99 



100-499 



1 

than 
)00 



OTAL 



36 



28 



1.0 



18 



20 



27 



59 



75 



192 






^ Table JI 

Size and of Companies that have Bookkeeping Machines 



3^pe of Company 



jAgriculture^ Forestries, and 
Fisheries 

Construotion 

Manufacturing IXirable 

Manufacturing Nondurable 

Transportation and Communica- 
tion 

Wholesale and Betail Trade 

Finance, Insurance, and Beal 
Estate 

Business and Repair Services 
Personal Services 
Professionaj. ^rvlces 



Biblic Servt;lcea 



TKPAL 




Si?.e 
Unspeci- 
fied 



Size of Companyii 



Less 

than 

h 



1 

3 



ii-19 



- 2 - 



T 



1 



11 



20-99 



1 

1 



8 



lob-Ji-99 






1 



T 

2 



13 



More 

than 

500 



1 

1 



TOTAL 



2 

9 

3 

1 

19 



2 



1^3 



o 



Table III 



Size and Type or uoaqpanies -onat ubvc >.''i«.v,**a.i^>-w 





Table IV. 



OX'/lt; CUiU ^4 \^\Jlll}/CUUXX^^ UJUCWV iXCIWVIS; l/.».u V«bUJ.VJkX iUCftV&UU%70 



^ize net specified. 



.4 



er|c 



' 


Size of Company by Number of Einployees ‘ 

_ • -4'. 


Type of Cooqpany 
( 3 tanda?d Industrial Classifi- 
catiorjs) 


oa 

» 


Less 

than 

4 


t , 

4- ' 

19 


' 1 ' 

20- 

99 


100 - 

.^99 


More 
than 
500 r 


> 

•Total ■ ' 

: . ,^y ; 

Type „ 

' -I - L ^ 


■■ . II . . j. 

A^ieulture, Forestries, and 
Fisheries 


«• 


“ 


m 


• 


i. 


«» 


- 


Construction 


1 


«» 


- 


» 


- 


- 


1 


« 

Manufacturing Durable 




>' ** 


1 


3 


6 


.2 


‘ 12 ; 


Manufacturing Nondurable 




m 


1 




- 


-■ 


1 


Transportation and Conanunica- 
tion 


0 


' 

■ - ! 


' 

1 - 


«» 


1 


- 


1 ■ 


Wholesale and Retail Trades 


M 


m ] 


1 ^ 


.1 


. 2 


- 


' ■ ■ 5 


Finance, Insurance, and Real 
Estate 




...... _ 


1 






- 


1 


Business and Repair Services 


. - 


1 -. 


1 


- 


«E» 


•» 


. 2 


Personal Services 


m 


a» 


«w 


•F' 


-- 




■ ■- 


Professional Services 




2 


3 


1 


- 


1 


T ; 


Public Services 


- 


tm 




z. 


z 


1 


_3 


Total by Si?e 


1 2 

L. 


3 


10 


5 


9 


4 


33 



r*‘*^ ‘-'■3 
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u 
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■ 
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c- 
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1 
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J 
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1 1 1 H VO CO 
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H H 43 „ 
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1 1 1 1 1 
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- “S : 


u 

S 

p 

•H 


J 

1 


1 6 rH 5 CVJ 1 


s 

CO CO 0} 1 

UP 


s; 


1 1 1 I 1 1 


J5 W 
39 

• 

W 


Flexowriter 


m 

: 


1 1 1 rH r-l 


S 

oo CO 8 
H 


s: 


t 1 1 t 1 • 


SZ3 CQ 
W ' 


Selectric 


pq 


1 H 1 5 H CVl 


on mm 


S 


1 3 1 1 < . 1 


J35 to 
ta 
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Executive 
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ON ON 8 

CU CU 45 
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e? 


[ 
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w 
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TabliS VI. 



IJypes of Dictation Machines hy Size of CcaErpany 



““'™ 1 




Bize of Cqnqpany by Nnraber of Empioyees . 




I^-pa 

of 

Machin/es 












. 




■^izi “ 
Unspeci- 
fied 


less 1 
than 4 


4-19 


20-99 


XCO-499 


More 

than 

500 


K>IA1 


CosptcxBeter 


- 


mm 


r •* 


2 


; 8 


1 


U 


Dictaphone 


T 


2 


10 


, ^ 

i ^ 


25 ^ 


5 

-7 


58 


gdiphone 


n 


1 

mm 


2 


- 


3 


12 


1-T 


IBM 


1 «v 


mm 


- 




i 


- 


1 


Soundscriher 


- 


mm 




1 


mm * ’ 


- 


11 


Stenorette 


- 


- 


5 


1 


- 


1 


7 


Unidentified 

mm» . 


6 


«• 


^ 1 


«• 


I 


2 


10 


13 


2 


l8 


Xk 


37 


21 


105 



. 6 - 



id . 

uc 






- Mnmn 
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Tabl^ VII. 



Types of Duplicating Machines hy Size of Coiapany 



■ ' ^ 1 

Size of Cos^jany by 
Kuniber of Bnployees 


1 

Fluid 


i 

I 

. Stencil 


Offset 


Total 


Size Unspecified 


1 


2 


1 


4 


less than 4 


1 


5 


m 


6 


4-19 


13 


l6 • 


- 


29 


20-99 


5 


7 


2 


14 


:aoo-499 


22 


6“ 


3 


31 


More than 500 


9 


2 . 


. 1 


12 


Total 


51 


38 

- J 


L_L_ 


96 




Table VIII 



DISntlHBIOK (F COMPANIBS BI ECK mS DO NOT EA® THSH BCIBRS , 



the cf ccmeani 


. t 

. mmR 
CF 

COKPAHIBS 


^ ' WWBBR 

OP COHFAHIBS 
•IN 

SAMPIE 




2 


18 

** / • 


MaBMfacturlng: Durable 


.1 


• 19 


llanufacturiag; Non-Durable •••••.. 


1 

/ 


10 


Traasportatiop, Cowinuiiioatioii, 
Other Tublic Utilities 


r'" 

<1 


• - 


Wholesale and Retsd.1 Trades 

K' 


31 


- • 100 


pittance, las^aiace, wa.6. Real 


2 


AW 

21 


Business and Repair Services. ..... 


.T 


\ 

VO 




3 


1*5 










k 



Total. • 







- B - 



53 
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Table IX 



Pre-Etoployment Traj.ning and Skills Deaianded for the 
Nine Types of Machines Studied 





. vN U M- B E S 


• OF. CXM 


? A N. I E 


Typss of Machines 1 


Number 

of 

Cocqpanies 

Answering 

- ■ 


No 

Training 

Required 


' 1 

■ Training 
Required 


DO NOT 
Hayie 
Machines 

X 


Ij 

Addipg/Calc\ilators 


168 1 


132 


36 


kj 


Billing-Bookke^irig 


3T 


' ■ 


! '12 . 


196 


Copying 


58 I 


i 51 

f / 


. T 




1 

Dictation , 


31 I 




12 


206 


Duplicating 


5h 


h3 


9 


175 




7 


6 


-1 


230 


EDP 


tm 


— 


m :** 


238 


Typewriters 


l68 


59 


109 


53 



Sfalning Sbeold -be Provided Tsy lypes of Maiflxlnee Studied 




